How do I Reduce the Encumbrance =

on a PO Line? LR ELLELE

BERKELEY LAB

When a it becomes necessary to reduce the encumbrance on a purchase order.

. 1. Use the following instruction to navigate to purchase panels to reduce the
Reducing Encumbrance [:> g & p p

encumbered amount.

L . 2. Making changes to the line information to successfully relieve the
Correct Line information
encumbrance.
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Step 1: Reducing the Encumbered Amount

If may become necessary to reduce the encumbrance on Type 2 purchase order lines. On all of our purchase
orders the steps will need to be followed exactly to create the additional accounting lines that will reflect the
change in IRIS>

= Go
= Administer Procurement
= Manage Purchase Orders
= Use

= Purchase Order

= Lines
The Update/Display Purchase Order dialog box displays.

Update/Display -- Purchase Order

Business Unit: [ 0K
Purchase Order: I Canicel

Search
Purchase Order Date: I ﬂ

AR,

et
PO Status: I ﬂ
Short Yendor Hame: I ﬂ Use Query
Vendor 1D: I ﬂ Mew Query
Name 1: I
Buyer Mame: I ﬂ

Purchase Order Reference: I

Unit PO PO Date Statuz Shorthame Wendor N ame
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The business unit of LBNL will default.

Enter the Purchase Order number of the dispatched Purchase that requires the change in encumbrance..

Click OK.

The Update/Display Purchase Order Lines panel will display.

When the panel opens, click the Fetch button. The Line Details will populate the panel.

Manage Purchase Orders - Use - Purchase Order [_ O] =]
File Edt “iew Go Favortes Use Process |nguire Beport LBNL Help

glel@l 2 aEx| gl sl=| S5 2lelo] 2]l ]|

Lines |Schedu\e| Header' Eomments' Order By Eala\og' Pa HelDisplayl

Unit: LENL PO:  EB17418

Fetch Lines

Vendor:  [TIMM SEATON j ID- |000002350? j B |_1j
PO Date:  |04/05/2002 Buyer: [JMLAWTHE j To: |—j -

Lin|ltem |ltem Description uo (PO Qty Amount Recydle r

1 software implementation |O | EA 36000. 36000 US |[E

4

[ |Lines |Update/Display 7
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Proceed to the “Header panel and uncheck “Dispatch PO”.

Manage Puichase Diders - Use - Purchase Order [_ O]
File Edit Yiew Go Favoites Use Process |nguire Beport LBML Help

gl olaEx el == == @lelo] e lsl2])

Lines | Scheduls Headsr | Comments | Order By Catalog | Po Rel Display |

Unit: LENL PO: 6617419 Change Order: 1

Vendor: TIMM SEATON PO Date: 04/06/2002

| =] =] ][« ] =][=]
PO Type: IGeneraI vl Merch Total Amt: 16500.00 uso

PO Ref: I Adjustmenit:

Origin: Iﬁj MY COMBO PO Total Amount: 16500.00

rStatus Values
Bill Addrs: |B| LLTO j
PO Status: Approved
| Tiax: Exempt 1D: ISRCH2178359?0

Receipt: Not Recvd

Process Control Option

Budget Check: Walid

r rom Further Processing

(Actions
Method: Phone -
| CEEEEE
ocument Acclg Date:  |04/05/2002

Template: STANDARD j

I Dispatch:

[ |Header |Update/Display Z

=3
Select the “Schedule Tab”, and click on the “Fetch E Button”
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rfrererrer
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[_ O[]

ol HlEx| se = SE] 2] +v]sl2])]

Lines  Schedule | Header | Comments | Order By Catalog | Po Rel Display |

‘ Unit: LBNL PO:  6B17419

‘ Line: 1 software implementation of CAD drawings forest  UOM: B4 PO Qty:

35000.0000

Bl

Amount ‘

35000. U

Sch [Due Date] [Ship To[PO @ty [Price
110101720 [G]069-01 35000

1.000

[Schedule

Click on the “Schedule Details” button.

Details for Schedule 1 -- TIMM SEATON

|Update/Display

software implementation of CAD drawings for estimating and machining and development of @ g

H& ¥

[Planning]

hip Via: INA ﬂ
Price Tol: I Pet: I_ Ext Tolinc: I

Pct: I

Amount; BA0000 USD Doc. Base: 1680000 USD Status: Active
< ¥ Custom Price - No Dverride Original Promise Date: |1|l’|]1 #2002 Matching: IFuII Match vl
gight Trm: _VENPD ﬂ " NoCharge Match Status PO: Pattial

Rev Tol Z:I

|
[ Distribute by: Il]t}' 'l I= SpeedChart I ﬂAdiuslment Amt:
|

GL Unit| Account |Fund (DeptiD |MARS (B +R Bdgt Pd Proj/Gr

Projects|Location

Wh  EG OPEXP ‘YNO100000 YRGS0

LBNL 613020

Projects

077-0125D

oL

Cancel |

Check the box next to “Custom Price — No Override”.

Click OK.
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Step 2:

Reducing the Line Amount

Manage Purchase Orders - Use - Purchase Dider

After you’ve complete the steps on the “Schedule Tab” click on the “Lines” tab to adjust the line qty.

[_ O]
File Edit View Go Favortes Use Process |nquire RBeport LBML  Help
dlgl® Haex s oo S5 Elolo] sl
Lines ISchedu\eI Headerl Commentsl Order By Cala\ogl Fao F!elDispIayI
Unit: LEML PO: 6517419
Fetch Lines————
Vendor: [TIMM SEATON j ID- |000002350? j ETE 1 j ;
PO Date:  |04/05/2002 Buyer: [JMLAWTHE g To: 4
L -
Lin|ltem |ltem Description l%/ PO Qty Nount gzcycle m
1 software implementation [0 KA 35000 J36000 US |[=
[ H_}\ |UpdatesDisplay i
Click into the PO Qty box and reduce the quantity to the desired amount.

Because this is a converted purchase order, you will be required to change the amount twice. After the first
attempt you will be prompted with a message warning the user that this will create a “Change Order”.

PeopleCode Manager [Get]

I
@ Thiz action will create a change order. Continue™? [10200,27]

Explain

Click “Yes” to create the appropriate change order.
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After clicking the yes button, change the amount to the correct amount. You will then be prompted by another

message informing you on custom price changes and Override with system price.

PeopleCode Manager [Get]

I
@ Custom price on echedule 1. Overide with zpztem calculated

price? [10200,65]

Explain

On this warning panel click “NO”.

This will update your purchase order amount and will not recalculate based on the previous amount from the
requisition.
Manage Purchase Orders - Use - Puichase Oides

File Edt Yiew Go Favoites Use Process Inquie Repot LBNL Help

el s 605X BE == SE Slo0] * e A]]

Lines | Schedule | Header | Camments | Order By Catalog | Pa Rl Display |

‘ Unit: LBNL PO: 6517419 Change Order: 1 ‘

Fetch Lines
Vendor: TIMM SEATON o 0000023507 s From: 14|
PO Date: 041052002 Buyer: I.JMLAWTHE j To- j
Lin|ltem |Item Description vo|PoQty  |Amount gscyc'e nl
1 software implementation | |EA 16500. 16500 US [F]

I

[Update/Display

You can confirm the change by clicking the schedules tab and verify of the quantity and that the previous price
has remained the same. The total amount should’ve changed based on the new quantity amount.
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Manage Purchase Orders - Use - Purchase Order Hi=1E3
Eile Edit %iew Go Favoites Use Process |nguire Beport LEML  Help
gl&(® HlaEx Bel == SE] 2 o(o] #e]sl ]|
Lines  Schedule |Headar| Comments | Drder By Catalog | Fo Rl Display |
Unit: LBNL PO: 65174189 Change Order: 1
Line: 1 software implementation of CAD drawings forest  UOM: B4 PO Qity: 16B00.0000
Sch |Due Date| |Ship To|PO Qty Price Amount =
1110401720 Q[ 069-01 16500 1.000 165600. US E
[ |Schedule |UpdateDisplay 4

Once you’ve verified the amount is correct, go back into the header panel and recheck “Dispatch PO” and save
the purchase order.

Go into the “Mod Table” make any necessary changes and record who requested the reduction.
Click “SAVE”.
Once the process (Edits, Budget, Dispatch, & PO Post) are ran it will change the information on the PO

Accounting lines.

NOTE: If this is a native PeopleSoft purchase order (i.e. 67XXXXX), the line information will return to the
requisition selection pool to be resourced. These lines should immediately be sourced to an “ I Am Trash”
purchase order so they will not be mistakenly resourced onto another purchase order.



